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INTRODUCTION

The Automated Time Attendance and Production System (ATAAPS) provides an automated, single-source input for 
reporting and collecting time and attendance (T&A) and labor data and for passing this information to PEO STRI’s
payroll and accounting systems.

To perform time and attendance responsibilities using the ATAAPS Web version, open  a browser (Internet Explorer 
is preferred or Netscape).  This web site is available by all users provided you have access to a computer, internet 
access and a browser.  You will be able to log in from outside PEO STRI, including your home, using a local Internet 
Service Provider (ISP).  Once you access ATAAPS Web the first time, you can add that web page to your Favorites, 
and then in the future, you can use the link to access it.  A link will also be available on PEO STRI’s Applications 
homepage.  Once you access the link, the following Privacy Act page is then displayed.  Click “yes” to continue.
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LOGIN

Enter your Login Name and Password, which are the same as your LAN Login Name and Password.  Login
Name must be all lower case.  Data source will be Enterprise.
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MAIN MENU - GENERAL USER

As shown below, there are different tools listed - Timekeeping, Administration and Utilities.  Depending on the role 
you’ve been assigned, i.e, timekeeper, certifier, or general user, will indicate which windows can be accessed.  Those 
listed in blue and underlined are those areas that can be accessed as a general user, as shown below.  Although Change 
Password shows as an active screen, all PEO STRI personnel have been restricted from changing their password.  If you 
click on this window, you will receive a message that you are restricted from changing your password.  To enter time and 
attendance data, click on Labor to open this screen.
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REPORTING LABOR

The following screen is for entering labor hours.  Reminder that only exception and leave hours need to be entered.
Regular default entries will still be processed.  You do not have to enter holiday leave; it will be processed with 
the default process, which will be completed the second Thursday of each pay period. The pay period can be 
changed by selecting one of the two arrow buttons next to the drop down menu or using the drop down menu, selecting 
the appropriate pay period and clicking the “Pay Period” button. To enter labor hours, click on the “Insert Row” button 
located below the Reported Hours line.
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FAVORITES LIST

Clicking the “Insert Row” button on the previous labor screen will bring you to a list similar to below.  This is your 
Favorites List, which are the projects you are authorized to charge.  To select a project, click in the applicable radio 
button to indicate your choice and click Ok.  To have a project added, you must contact the appropriate program 
analyst for authorization. 
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TYPE HOUR CODE

Selecting a project from the Favorites List will bring you back to the labor window and will automatically 
populate the Work Center, Job Order and OPCODE fields.  It will also insert a smiley face icon indicating you 
are set up to use the Favorites List.  You will then need to select the Type Hour Code applicable to the project 
you selected.  For example, if you selected Generic Sick Leave as a project, you must select the Type Hour 
Code for either Sick Leave or Advanced Sick Leave.  To view the Type Hour Code descriptions, click on the 
Type hr just above the box.
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TYPE HOUR DESCRIPTIONS

Clicking on Type hr in the labor screen will pull up the below table.  This table is for view only; clicking on 
a code will not populate the labor screen.  You must click on the Back hypertext to return to your timecard.
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ENTERING HOURS

After selecting a project from the Favorites List and the Type Hour Code, tab over or click on the day you wish to enter time 
for that project.  Enter time by typing the number of hours.  Whole hours can be entered by just entering the number, i.e., a 8 
with no decimal.  Partial hours are entered as hh.mm ((hours, hours, minutes, minutes)) by using a decimal point not a colon.  
Quarter hours will be used:  15 mins = .15; 20 mins = .30 and 45 mins = .45.  When all time and attendance has been entered, 
click on the “Save” button.
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MODIFYING LABOR

To modify an existing labor line, clicking on the smiley face icon will reopen your Favorites List.  This will allow you to 
change a project for the particular line you clicked on.  For example, you may have previously entered 40 hours of sick leave 
and decide you want to use annual leave.  This will allow you to change the project without changing all the hours entered.  
If you chose to change the project, you will need to ensure that no change to the type hour code is required.  You can also 
choose to delete the existing line and insert a new line. 
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DELETING LABOR

To delete an existing labor line, click in the box next to the smiley face icon and below the trash can and hit the “Delete
Rows” button.  Remember to hit the “Save” button to save all records.  If you erroneously deleted a line, you can click on
the “Refresh” button and the line will not be lost.  This, however, will only work if you did not save the records after deleting
the row.  If you did hit the “Save” button, you will need to reenter the line.
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INVALID TYPE HOUR CODE

If an incorrect type hour code is selected and an attempt to save the record is made, the error message shown below in red 
will appear below the line that is erroneous.   For example, you cannot select a leave JON and match it with a type hour 
code of RG, which is regular hours.  Therefore, to correctly save the record, you must reselect the appropriate type hour 
code.  If the line should be deleted, click in the box next to the smiley icon and under the trash can icon, click on the 
“Delete Rows” button, and lastly, click on “Save”.
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EMPTY VALUES

The error message in red below will be displayed under the erroneous line if an attempt to save the records is made 
without all the required fields populated.  The only field that is allowable to be empty is the OPCODE field.  The 
OPCODE field will automatically be filled in after selection from the Favorites List.
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EXCEEDED HOURS

If you erroneously enter more than the authorized/scheduled hours for a day, the below error message in red will be 
displayed.  Additionally, a red arrow will indicate which day the hours were exceeded.  Remember premium hours, which 
includes credit hours earned, are not part of an individual’s daily tour.
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SUMMARY SCREEN

To view a summary of your timecard, select the “Summary” button from the labor window.  A summary of all hours 
can also be viewed under the T&A Review window; however, that summary screen is strictly a total of hours and not 
displayed on a daily basis as is the screen below.  Timecards can be printed, and it is recommended that
this be the screen to print.  To print the screen on one page, change your print setting to Landscape.
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T&A REVIEW

Although it is not mandatory, it is highly encouraged for you to annotate that you agree with the time 
information displayed.  To concur with your reported time and attendance, click the T&A Review link on 
the main menu.  
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T&A CONCURRENCE

If you concur with the displayed T&A summary, click in the box next to your name to indicate your approval.  If a 
prior pay period needs to be reviewed, click one of the two arrow buttons next to the drop down menu or select the 
drop down menu and select the desired pay period and click the “Pay Period” button.
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LABOR CONCURRENCE

After you have reviewed and concurred with the time and attendance data in the T&A Review window, the user can 
see that the Concur below has changed from No to Yes in the Labor window.  
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TIMECARD CERTIFICATION

Even if you do not perform the T&A concurrence function, your timecard will still be certified.  Once your timecard has 
been certified, changes can no longer be made.
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MESSAGE SCREEN

When ATAAPS is closed to the workforce, you will receive a message upon login.
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MISCELLANEOUS INFORMATION

The Help menu within the ATAAPS Application can be a very valuable asset to you.  It can be accessed from any page
after login in the lower right hand corner.

As with all web applications, if you don’t log off and the application remains inactive, the session will time out.  Since the
application will not close the window, it can be misleading in that you believe the session is still open.  If you attempt 
to make changes, the system will not notify you that the session has logged you off until after you hit the “Save”
button.  It is recommended that before you make changes, to ensure the session is active, click the “Refresh” button.

SUMMARY OF MAIN POINTS

You can access ATAAPS Web from the Applications section of the PEO STRI Homepage.  In addition, you will be able 
to log in from outside PEO STRI using a local ISP.  You will use your network (LAN) user name and password to log into 
ATAAPS.

Any window to which you have access will display in blue text with a line underneath.  The general user, who has no authority 
to certify timecards or do any other administrative action, will have active hyperlinks to the Labor and T&A Review windows.

The default process will remain the same.  On the second Thursday of the pay period, defaults will run by the PEO STRI
payroll office and will populate your timecard with any unreported hours.  It is recommended that you enter all
exception hours prior to the default process being run.  You will be required to enter your time and labor only if 
there is an exception such as leave or premium.

You will enter exception time by clicking on the “Insert Rows” button and selecting the appropriate JON/OPCODE 
combination from the Favorites List.  You will then select the Type Hour Code and enter your hours on the relevant days.  
Upon completion of your time and attendance entry, you must save the records before you leave the window or all the 
information will be lost.

Using the “Refresh” button will take you back to the last point where you saved.  In other words, it will remove anything you 
have added without saving.
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